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No. Description Retention

•

3.

ADMINISTRATIVE CORRESPONDENCE FILES

File series contains correspondence with Federal,
State and local agencies and individuals, as well as
Local Health Departments pertaining to the operation
of. the Radiological Health Program. Files are
purged yearly.

BOOKLETS, BROCHURES & PAMPHLETS FILES

File series contains booklets, brochures and
pamphlets from Federal agencies and other outside
organizations which contain guidelines, rules and
regulations pertaining to radiation control. Also
there are copies of procedures and guidelines from
every state in the United States, governing
radiation control activities.

RADIATION LICENSES

These licenses are continuous from year-to-year and
are amended from time-to-time as required. They are
audited. They include the following:

NRC-374C (6/75) - U.S. Nuclear Regulatory Materials
License

MDE-3OO-6 - Radioactive Material, Li/oense' "•
Mp£-3O.O-6A- Instructions for Preparation of Applica-
•;•'-i'"'1 • " ' tion for Radioactive Material'JLicense
MDE-3OO-6B- Application for Radioac't'iW Material

• License
MDE-3OO-6C- Application for Radioactive'Material

License - Medical Supplement A-Human Use
MDE-3OO-6C- Application for Radioactive Material

License - Medical'Supplement A-Preceptor
Statement

**THIS SCHEDULE SUPERSEDES SCHEDULE No. 704-1

Afancr, " DM lien R»Jf»«»n **•**•

MitJul* A«*oH«^ by

Retain for three (3)yearS
then destroy.

Materials such as
brochures, pamphlets and
and copies of documents
created or received
solely for reference or
exhibition purposes are
considered "non-record"
and may be destroyed when
value to the office no
longer exists.

Retain for twenty (20)̂ eaî S
then destroy.
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RADIATION LICENSES (cont'd.)

MDE-3OO-6D - Application for Radioactive Material
License for the Medical Use of
Radioisotopes

MDE-3OO-6E - Application for Source Material
License

MDE-3OO-7 - Certificate - Medical Use of Radioactive
Material Under General License

MDE-3OO-8 -(Rev. 10/76) - Certificate - In Vitro
Testing with Radioactive Material Under
General License.

X-RAY 'MACHINE REGISTRATION

These forms are continuous, but modified from time-to-
time. They are audited by HEW and FDA. They are
arranged alphabetically by county and number. They
include the following:

MDE-461 (7/71) - Questionnaire
MDE-783 - Radiation Machine Registration Renewal
MDE-782 - Registration of Radiation Machines and

Instructions
OMB No. 57-ROO89 - Nationwide Evaluation of X-Ray

Trends-Radiographic Survey Form
SSA-1537 (1/77) - Out-of-State Medical Certification

for Hospitals, only. , . • • - ••" '
SSA-188,2 (3/69) "- Portable X-Ray Survey Report
SS:A-i539 (11/74) - Medicare/Medica id. Certification

and Transmittal •
SSA-1880 (1.1/74) - Request for Approval .-.as Supplier

of Portable X-Ray Service's
FD-2579 (6/7"4') - Report of Assembly of a Diagnostic

X-Ray System :
FD-2578A,FD-2782)FD,2783,FD-2784,FD-2784A,FD-2785)
FD-2786 fFedpj-^] ^orms foi

lawyer, " Civilian R»pm*nr«riv*

Retain for twenty (20)
years then destroy

Fig. 8
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RADIOACTIVE MATERIAL LICENSES

Letter size license files contain application forms
MDE-213 inspection forms, review notes, and all
correspondence.

RADON FILES

This file series contains correspondence with
! Federal agencies, State and Local Government
agencies and the private sector.

I;GH

Retain permanently;

transfer periodically

to State Archives

Retain permanently;
transfer periodically to
State Archives.
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rr.r/vjiAtE Fot<M Fort EACM NEW ort

P E V I S E D RECORD sEniES. FORWARD

VriTIt RECORDS RETENTION SCHEDULE
C"3S 5 Bd - I )

D E r AJTI-MENT / A GET »CY

MD Dept. o t lSnvironment

DEPARTMENT OP GiyjEHAL KHIIVIUH
iiEcoras MANAGEMENT DIVISION

7 27 8 'VATERLOO ROAD

P . O . BOX 2 7 8

JESSUT, MARYLAND 20794

2. DIVISION . . 1 e •
Toxics, l.iiv ironmental Science

and llealLh

AGENCY RtlUKUi) iHvL inu i . . ;i.

PACE

I . .:

I OF 1 !'Mb
S- LNIT Radiological Henltli )?i:bg|

(Radon) ' ;'l : ' "' '
t jrr tr) I Tt OC -̂t"TCCDlTD ^ E n l e S - ^ ° " ° " r " Or- i m L A T r o rUCOnDB NOHM/M.LV M U D AXD USKD A« A UNIT CON i

n u r t n c N c t A « »CLJ, AM ntt-ritNTton AND D I U F O ? Ixt_or^_JtUnH0Jlcn • '

4. rmcono SEHIES TITLE

Radon t i l e s

5. EAHi-IEST YEAH/LATEST YEAH

I9f}5 TO iqqn

s w c o n o scnlES DEBCrti r̂ r IOT4 ( " " " l c r L - r " « » e n n « THE Tirrrn or- iHronuATloii/DOcuMeNTB/ronm rtjurio
•IN 11 IE SEPIIES. INCLUDK THE runroBC on r u n c n o N or THK n n r l t » |

Correspondence with Federal agencies, State, and Local Government agencies and the

private sector.

7. rmcoTTo senlES rortMAT(s)

1
.ErrEn SIZE D Mi error I IJ^

'"' I.F.CAL S 1 ZE O COt-lPUTEn TAl'E

'•1 IX31JC/D 1XX5K D FLOPPY D 1 E3C

I) AUDIO TAPE D VIDEO TAPE

r> OT1Btn( SPEC IFY )

0 . PtECOPlD BEItlES BECH7EJJCP.

tfKLXT. IAI3GT I CAL

• fflJMEnlCAJL

O ClinoNOLOCICAL

o CEocriArnlcAL

O Oil tEH ( SPEC I FY )

B. VOLUME

• FILE DRAWEn(S)

O MICT7OFILM PEEL(S)

• COMPUTER TAPE{S )

15 c u . f t .
O OTIIEn( SPEC I FY )

1 ' ' F i LE \ S USF.D

DA I LY t-' WEEICLY D ^K^^r^tLY

13. cunnEm LOCATION! s) t BLDC. ,FLOOU,ROOM)

2500 Uroenirig Uigtiway

2nd Floor, Room 2107

• NiS. ACCESS hESTRicTlDNS • YES W NO

( i r Tr«:n , C I T K I_AIT( B ) ft nnouUAT I O M ( B )

• ' v:
1 7 . I S A J I t r i O E X S Y S T E M U 5 E D t \ y r v n o . o ; r L A I r«

hr:lerLY AND DBBcnmc ANY MArionAnî / oormADE )

O YES «r NO .

I

4

I 0 . ATJNUAL ACCUMULAT 1 ON

D FILE DrtAWEn(S)
2 o MlcnoFlLM R E F . L ( 5 )

nCWKHTT D COMPUTED TAF^E(S)
3 C U . E t . q QTHEn(SPECjJEYj

«2 .
FILE BECOMES INACTIVE AFTER

n/a o MONTHIS) D YEATIIS)
mrgngir L_

t 4 . IB RECOITD EEOlES DUPLICATED ELSEWHEHEf

( i r Yen , nri?ci r Y ^ . O W C T on o r r l c r . )

D YE3 Dr NO

1«. AUDIT rnnouinEMENTS

Sr,P NONE O STATE FEDEMAL O lrCDEPEMI>ENT

> 0 . RECOf.W^ENDED METENT 1'ON

Retain permanently

i i

I I> . NAME AND T I T L E OF rilEPAJ^En

Leon J. Rachuba
Health Physicist

Z 0 . TELEPHONE fJUMtlEn

(301) 631-3300

2 I . DATE

November 8, 1990

b G S 3 5 0 - 4 ( F C E V l S E D 2 / 0 7 )
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REVISED HfecORD SEMlEJB. FORWARD

YMTlf RECORD^ RETENTION SCHEDULE

(DCS I B 6 - i )

•

DEPARTMENT/AGEHCY

Dt. of the Environment

DE.rAH"I*KWT OF GI1NEHAL SEIIJV ! CES

RECORDS MANAGEMENT DIVISION
7 27 8 WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794

2. DIVISION
TESH

AGENCY RECORDS INV.tNK.Jir.-. I

PACE 1 OF 1

3 . UN I T
Radiological Health. Program

. I ! I
DEFINITION-RECORD SfeRJfS-A °"OV"* O r" n « L A T I ! D BKCOnDB NOttMALLV rlLEO AXD UBKO AS A UNIT ron

rurtwcwct A« » g u . At BKTKNTJON ANP DlnroaiT loM runroaEn

•1 . RECORD SERIES t t t i . E

: i

Radioactive Material License
B. EARLIEST YEAR/LATEST

1971 TO Present
YEAR

4 RFCORD SERIES DESCfttfT'iON »"' ' '" ' t r i - r DKBCnlBK THE TYfKB or- iNronUATION/DOCUMCNTB/FOnWI! rOUTID
• I N THE SERIES. . I N C L U D K T H E runroac on F U N C T I O N or THK .niirlciJ1

Letter sign license files contain application forms MDE-213 inspection forms,
'review notes, all correspondence

7. RECORD SHRIES FORMAT(S)

'^LETTER SIZE D MICROFILM

n I.EGAJL SI ZE b COMFUTER TAPE

O FXMJIID i&OOk O FLOPPY DIEK

J ^ ' AUDIO TAPE D V'DEO TAPE

^ ^ 1 otiiERl SPECliTYJ

8. RECORD SERIES SEQUENCE

XX ALPHABET ICAL

D NUMERICAL

D CHRONOLOC1 CAL

O CEOGHAPHlCAL

D OTHER(SPECIFY)

I I . FILE IS USED

K K D A I L Y D WEEKLY D MONTHLY

9 . VOLUME

38
NUMBER

57 c u . f t .

^ F I L E DRAWER( S)

D MICROFILM REEL(S)

D COMPUTER TAPE(S)

O OTHER(SPECI FY)

10 . ANNUAL ACCUMULATION

XX FILE DRAWER(S)
8 ° MICROFILM REnL(S)

POWBEH D COMPUTER TAPE) S j
12 C U . f t . D OTHFR!SPECIFY}

i i . FILE BECOMES INACTIVE AFTER

, _• D MONTH( S ) D YEAR| B )
NUMBER ;

1 3 . CURRENT LOCAT|ON(SJ ( B L D C . , FLOOR , ROOM )

2500 Broening Highway
2nd Floor 2111-2114

14. IB RECORD SERIES DUPLICATED ELSEWHERE?

lir Yt« , i Brnci fr /.otKcr' on-,prri cr )

O YES H .NO ' '

15. ACCESS RESTRlCTJOHS D YES D NO
, jir YEB, CITK LXnla) * RKOULATIONIB)
proprietary information is restricted

16. AUDIT REQUIREMENTS

O NONE O STATE XX FEDERAL D jfTOEPENDENT

17. is AJ4 INDEX SYSTEM USED* { \ r YKB.EXTLAIN- .C'.

;.;.«>:•!,'eriir'Akb DKicRlBE ANY HAnDiiAne/sorTHADeJ
18. RECOMMENDED RETENTION

: V

O YES CJX N O Indefinitely

$

I J . r<AME AND T I T L E OF PREPAREJR

7/?
2 0. TELEPHONE NUMBER

631-3187
21. DATE

1/29/91

/DCS 5§6-i tREVISED 2/87)

.1 I

, !


